Appendix A

Instructions and Application Forms



Instructions for Completing Office of Juvenile
Justice and Delinquency Prevention (OJJDP)
Applications for Assistance

Juvenile Justice Programs—Fiscal Year 1996

Applying for funds from a Federal agency can be confusing for the first-time applicant. OJJDP
prepared these instructions and examples to help alleviate this confusion.

Please note that all of the application forms contain instructions that should be read before filling out
the forms. Although we provide extra copies of blank forms in Appendix E, we recommend that you
copy the forms for a dry run before completing the final copy.

OJJDP is trying to streamline its funding application process to accommodate the volume of
proposals anticipated in response to the solicitations included in this Application Kit. Applicants can
assist us by filling out and returning the nonbinding letter of intent included in Appendix A by July 31,
1996. The letter can either be returned via mail using the self-mailer or faxed to 202-307-2093.
OJIDP will use these “letters” to forecast the number of Peer Review Panels needed to review
competitive applications, and to identify potential conflicts

of interest.

Application Requirements

OJIDP prepares specific solicitations that address particular programs and policy goals of the Office.
Any application sent to OJJDP must respond to a particular solicitation. Each solicitation stipulates
what the application must contain and the selection criteria by which each proposal will be reviewed.

The major parts of the application are:

1. Standard Form 424

2. Project Abstract

3. Budget Detail Worksheet

4. Budget Narrative

5. Program Narrative

6. Assurances and Certifications

Instructions for completing each of the major parts of the application package follow.

137




1. Standard Form 424

The SF-424 is basically a cover sheet for the OJJIDP funding application. No application will be
accepted without a complete, signed, original SF—424. A sample copy of this form is included
to help you complete your application. Instructions for completing the Standard

Form 424 are provided following that form and the sample.

2. Project Abstract

The Project Abstract, limited to 150-200 words, highlights key points of the proposed project. The
abstract should briefly present the goals of the project and how the applicant intends to accomplish
them.

3. Budget Detail Worksheet

To understand how the grant award will be used by the applicant, OJJDP requires a Budget Detail
Worksheet, accompanied by a Budget Narrative, in the application. The Budget Detail Worksheet
must break down into more explicit terms the costs associated with the project. It must show how
the applicant arrived at the total amount of the requested award. The Budget Detail Worksheet

includes:

¢ The position and salary of each person involved in the project and the portion of that salary
to be paid from the grant award.

¢ The fringe benefits paid to each staff person.
¢ The itemized travel costs to be incurred due to the project.

¢ Equipment to be purchased with funds from the project.

¢ Supplies required to complete the project.

¢ Consultant and contractor costs.

L4 Other costs, such as office rental, document reproduction, or telephone services.
¢ Any indirect costs established by the Federal government.

¢ A budget summary.

A sample Budget Detail Worksheet is included to assist you with your calculations.
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4. Budget Narrative

The Budget Narrative should closely follow the content of the Budget Detail Worksheet. The
Narrative must provide justification for all proposed costs. Among other things, the Narrative must
explain how fringe benefits were calculated, how travel costs were estimated, why particular items of
equipment or supplies must be purchased, and how indirect costs

(if applicable) were calculated. The Budget Narrative should refer to the Program Narrative and justify
the specific items listed (particularly supplies, travel, and equipment). Finally, the applicant must
show that all costs in the application are reasonable.

5. Program Narrative

The Program Narrative should fully describe the expected design and implementation of the
proposed program, address the solicitation's specific criteria and/or application requirements, and
illustrate how the proposed project identifies and will resolve problems in the community.

6. Assurances and Certifications

OJP Form 4000/3 (Assurances), an attachment to the SF-424, must be included with the application.
This form includes a list of assurances that govern the use of Federal funds for federally assisted
projects, which the applicant should read carefully and sign before submitting an application.

Applicants should also read and sign OJP Form 4061/6, the certifications form regarding lobbying;
debarment, suspension, and other responsibility matters; and drug-free workplace requirements.
Signing this form commits the applicant to compliance with the certification requirements under 28
CFR Part 69, “New Restrictions on Lobbying,” and 28 CFR Part 67, “Government-Wide Debarment
and Suspension (Nonprocurement)” and “Government-Wide Requirement for Drug-Free Workplace
(Grants).” The certifications will be treated as material representations of the facts on which reliance
will be placed by the U.S. Department of Justice in making awards. The signed original of this form
must be included with the signed

original SF—424.
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Letter of Intent

Dear OJJDP:

I intend to apply for funds under the following solicitations:

O Juvenile Mentoring Program (JUMP)

O Evaluation of the Juvenile Mentoring Program (JUMP)

O Safe Kids/Safe Streets—Community Approaches To Reducing Abuse and Neglect and Preventing
Delinquency

O Evaluation of the Safe Kids/Safe Streets Program

O Community Assessment Centers (please specify)
[0 Community Assessment Centers: Planning for the Future
[0 Community Assessment Centers: Enhancing the Concept
[ Evaluating Community Assessment Centers
[0 Community Assessment Center Training and Technical Assistance

O Partnerships To Reduce Juvenile Gun Violence

O Evaluation of the Partnerships To Reduce Juvenile Gun Violence Program

O Technical Assistance to Native American Tribes and Alaskan Native Communities

O Training and Technical Assistance for National Innovations To Reduce Disproportionate Minority
Confinement (The Deborah Ann Wysinger Memorial Program)

O Training and Technical Assistance Program To Promote Gender-Specific Programming for Female
Juvenile Offenders and At-Risk Girls

O Field-Initiated Research and Evaluation Program

Name: Date:

Position:

Organization:

Address:

City/State/ZIP:

Phone Number: FAX Number: E-mail:

Fax to 202-307-2093 or use self-mailer on reverse side.



Fold and Tape

Affix
First Class
Stamp

Office of Juvenile Justice and Delinquency Prevention
Suite 742

633 Indiana Avenue NW.

Washington, DC 20531

Fold and Tape



Checklist for OJJDP Applications

This checklist is provided to assist you in preparing and compiling your application for OJJDP

funding. Although it is not required, we strongly recommend that you send a copy of this completed
checklist to OJJDP with your application.

O O o o oo o0 o O

Standard Form 424 (signed)

Project Abstract

Budget Detail Worksheet

Budget Narrative

Program Narrative

Assurances and Certifications (signed)

Timeline of major milestones and publications

Résumés of all personnel

Five additional copies of the application package
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OMB Approval No. 0348-0043

APPLICATION FOR > DATE SUBMITTED Aopioant identiier
FEDERAL ASSISTANCE 9/01/96
1. TYPE OF SUBMISSION: ! 3. DATE REGEIVED BY STATE State Application Identifier
Application i Preapplication
[0 construction i [0 Construction —
: 4. DATE RECEIVED BY FEDERAL AGENCY | Federal Identifier
@ Non-Construction : [ Non-Construction

5. APPLICANT INFORMATION

Legal Name: Juvenile Justice Center Organizational Unit:

Address (give city, county, state, and zip code): Name and telephone number of the person to be contacted on matters involving
this application (give area code)
7200 Lynn Street

Arlington, VA 22201 Thomas James
(703) 555-1256

6. EMPLOYER IDENTIFICATION NUMBER (EIN): 7. TYPE OF APPLICANT: (enter appropriate letter in box) D
o lo —9l 8l71l6 B 4 3 A. State H. Independent School Dist.
B. County I. State Controlied Institution of Higher Learning
8. TYPE OF APPLICATION: C. Municipal J. Private University
D. Township K. Indian Tribe
@ New  [J Continuation [J Revision E. Interstate L. Individual
F. Intermunicipal M. Profit Organization
if Revision, enter appropriate letter(s) in box(es): D D G. Special District N. Other (Specity):
A. Increase Award B. Decrease Award C. Increase Duration
D. Decrease Duration  Other (specify): 9. NAME OF FEDERAL AGENCY:
Office of Juvenile Justice and Delinquency
Prevention
10. CATALOG OF FEDERAL DOMESTIC 116 5 4 2 11. DESCRIPTIVE TITLE OF APPLICANT'S PROJECT:
ASSISTANCE NUMBER: L]

_ , _ Project to Expand and Improve
tmLe: National Institute for Juvenile Juvenile Restitution Program
Justice and Delinquency Prevention

12. AREAS AFFECTED BY PROJECT (cities, counties, states, etc.):

Arlington, VA
13. PROPOSED PROJECT: 14. CONGRESSIONAL DISTRICTS OF:
Start Date Ending Date | a. Applicant { b. Project
10/01/96 09/30/97 19 19
15. ESTIMATED FUNDING: 16. 1S APPLICATION SUBJECT TO REVIEW BY STATE EXECUT!VE ORDER 12372 PROCESS?
a. Federal $ 100,000 00 a. YES. THIS PREAPPLICATION/APPLICATION WAS MADE AVAILABLE TO THE
STATE EXECUTIVE ORDER 12372 PROCESS FOR REVIEW ON:
b. Applicant $ .00 DATE
c. State $ .00
b NO. [_] PROGRAM IS NOT COVERED BY E.O. 12372
d. Local $ .00
: [:| OR PROGRAM HAS NOT BEEN SELECTED BY STATE FOR REVIEW
e. Cther $ .00
. Program income $ 00 17. ISTHE APPLICANT DELINQUENT ON ANY FEDERAL DEBT?
Yes If “Yes,” attach an explanation. No
g. TOTAL $ 100,000 00 [ P [

18. TO THE BEST OF MY KNOWLEDGE AND BELIEF, ALL DATA IN THIS APPLICATION/PREAPPLICATION ARE TRUE AND CORRECT, THE DOCUMENT HAS BEEN DULY
AUTHORIZED BY THE GOVERNING BODY OF THE APPLICANT AND THE APPLICANT WILL COMPLY WITH THE ATTACHED ASSURANCES IF THE ASSISTANCE IS AWARDED

a. Typed Name of Authorized Representative b. Title 1 : ¢. Telephone number
Morgan Tyler Executive Director (703) 555-3478
d. Signature of Authorized Representative e. Date Signed
09/01/96
Previous Editions Not Usable Standard Form 424 (REV 4-88)

Prescribed by OMB Circular A-102



Instructions for Completing the Application for Federal Assistance (SF—424)

The Application for Federal Assistance is a standard form used by most Federal agencies for application
for Federal assistance. This form contains 18 different items, all of which are to be completed before
your application is reviewed. The Office of Justice Programs (OJP) cannot accept the application without
a completed and signed SF—424.

Item 1 Type of Submission: If this proposal is not for construction or building purposes,
check the "Non-Construction" box in the application section.

Item 2 Date Submitted: Indicate the date you sent the application to OJP. The "Application
Identifier" is the number assigned by your jurisdiction, if any, to track applications. If
your jurisdiction does not assign an identifier number, leave this space blank.

Item 3 Date Received by State: Leave blank. This block is completed by the State Single
Point of Contact (SPOC), if applicable.

Item 4 Date Received by Federal Agency: This item will be completed by OJP.

Item 5 Applicant Information: The "Legal Name" is the unit of government or the parent
organization. For example, the primary or parent organization of a law enforcement
agency is the name of the city or township. Thus the city or township should be
entered into the Legal Name box and the name of the law enforcement agency would
be entered into the Organizational Unit box. One person should be designated as the
Contact for the proposed project, and that person's telephone number should also be
included. It is not unusual for the name of the contact person to differ from the
authorized representative of your agency in Item 18 below.

Item 6 Employer Identification Number: Each employer receives an employer identification
number from the Internal Revenue Service. Generally, this number can be easily
obtained from your agency's accountant or comptroller.

Item 7 Type of Applicant: Enter the appropriate letter in this space. If the applicant is
representing a consortium of agencies, specify by checking Block N and entering
"consortium."

Item 8 Type of Application: Check either "new" or "continuation." Check new if this will

be your first award for this purpose described in the application, even if the applicant
has received prior awards for other purposes. Check "continuation," if the project will
continue activities, including minor modifications, or implement the next phase of a
project that was begun under a prior award number.
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Item 9

Item 10

Item 11

Item 12

Item 13

Item 14

Item 15

Item 16

Item 17

Item 18

Name of Federal Agency: Type in the name of the awarding agency. An example
would be "Bureau of Justice Assistance."

Catalog of Federal Domestic Assistance Number: Use the number and title of the
program under which assistance is requested. See Appendix D for relevant excerpts
from the Catalog of Federal Domestic Assistance.

Descriptive Title of Applicant’s Project: Type in the: (1) title of the program as it
appears in the solicitation or announcement; (2) name of the cognizant Federal agency,
e.g., U. S. Department of Education; and (3) applicant’s fiscal year, i.e.,12—month
audit period, e.g., 10/1/96 — 9/30/97.

Areas Affected by Project: Identify the geographic area(s) encompassed by the
project. Indicate "Statewide" or "National," if applicable.

Proposed Project Dates: Fill in the start and end dates of the project. These dates
may be adjusted by the awarding agency when the award is made.

Congressional Districts: Fill in the number of the Congressional District(s) in which
the project will be located as well as the Congressional District(s) the project will serve.
Indicate "Statewide" or "National", if applicable.

Estimated Funding: In line "a," type in the amount of Federal funds requested, not
to exceed the dollar amount allocated in the program announcement. Indicate any other
resources that will be available to the project and the source of those funds on lines
"b—£," as appropriate.

State Executive Order 12372: Some states (although, not all), require you to submit
your application to a State "Single Point of Contact" (SPOC) to coordinate
applications for Federal funds within the State. If your State requires a copy of your
application, indicate the date this was submitted. If a copy is not required, indicate the
reason. (Refer to the "Administrative Requirements" section of the program
announcement, for more information on this issue.) The SPOC is not responsible for
forwarding your application to the Federal awarding agency.

Delinquent Federal Debt: This question applies to the applicant organization.
Categories of debt include delinquent audit disallowances, loans, and taxes.

Authorized Representative: Type the name of the person legally authorized to enter
into agreements on behalf of your agency. This signature on the original application
must be signed in blue ink and/or stamped as "original" to help us distinguish the
original from the photocopies.



OMB APPROVAL NO. 1121-0188
EXPIRES 5-98

Budget Detail Worksheet

A. Personnel- List each position by title and name of employee, if available. Show the annuak7

salary rate and the percentage of time to be devoted to the project. Compensation paid for employees
engaged in grant activities must be consistent with that paid for similar work within the applicant
organization.

Name/Position Computation Cost

TOTAL

B. Fringe Benefits- Fringe benefits should be based on actual known costs or an establishefd
formula. Fringe benefits are for the personnel listed in budget category (A) and only for the
percentage of time devoted to the project.

Name/Position Computation Cost

TOTAL

0JP FORM 7150/1 (5-95)



C. Travel - Itemize travel expenses of project personnel by purpose (e.g., staff to training, fiel
interviews, advisory group meeting, etc.). Show the basis of computation (e.g., six people to 34
training at $X airfare, $X lodging, $X subsistence). In training projects, travel and meals for tra
should be listed separately. Show the number of trainees and the unit costs involved. Identify t
location of travel, if known.

Purpose of Travel Location Item Computation Cost

TOTAL

day
nees

D. Equipment - List non-expendable items that are to be purchased. Non-expendable equiprment

is tangible property having a useful life of more than two years and an acquisition cost of $5,0(
more per unit. Expendable items should be included either in the “supplies” category or in the
“Other” category. Applicants should analyze the cost benefits of purchasing versus leasing

equipment, especially high cost items and those subject to rapid technical advances. Rented @
equipment costs should be listed in the “Contractual” category. Explain how the equipment is

Oor

r leased

necessary for the success of the project. Attach a narrative describing the procurement methodg to be

used.

Item Computation Cost

TOTAL




expendable equipment items costing less that $5,000, such as books, hand held tape recorde
show the basis for computation. Generally, supplies include any materials that are expendable
consumed during the course of the project.

Supply Items Computation Cost

TOTAL

E. Supplies- List items by type (office supplies, postage, training materials, copying paper, ar||d

s) and
or

F. Construction - As a rule, construction costs are not allowable. In some cases, minor repai
renovations may be allowable. Check with the program office before budgeting funds in this

category.

Purpose Description of Work Cost

S Or

TOTAL




G. Consultants/Contracts

Consultant FeesFor each consultant enter the name, if known, service to be provided, hourly gr
daily fee (8-hour day), and estimated time on the project. Consultant fees in excess of $150 p4

require additional justification.

Name of Consultant Service Provided

Computation

Cosf

Consultant Expensed.ist all expenses to be paid from the grant to the individual consultants in

addition to their fees (i.e., travel, meals, lodging, etc.)

ltem Location

Subtotal

Computation

Cost

Contracts Provide a description of the product or service to be procured by contract and an es
of the cost. Applicants are encouraged to promote free and open competition in awarding cont
A separate justification must be provided for sole source contracts in excess of $100,000.

Item

Subtotal

r day

Cost

Subtotal

TOTAL

limate
racts.




(H) Other Costs- List items (e.g., rent, reproduction, telephone, janitorial or security servicei,

and investigative or confidential funds) by major type and the basis of the computation. For ex
provide the square footage and the cost per square foot for rent, or provide a monthly rental cc
how many months to rent.

Description Computation Cost

TOTAL

(1) Indirect Costs - Indirect costs are allowed only if the applicant has a Federally approved
indirect cost rate. A copy of the rate approval, (a fully executed, negotiated agreement), must &
attached. If the applicant does not have an approved rate, one can be requested by contacting

mple,
st and

e
the

applicant’s cognizant Federal agency, which will review all documentation and approve a rate for the

applicant organization, or if the applicant’s accounting system permits, costs may be allocated
direct cost categories.

Description Computation Cost

TOTAL

in the



Budget Summary When you have completed the budget worksheet, transfer the totals for ekch
c

category to the spaces below. Compute the total direct costs and the total project costs. Indi
amount of Federal funds requested and the amount of non-Federal funds that will support the

Budget Category Amount

A. Personnel

B. Fringe Benefits

C. Travel

D. Equipment

E. Supplies

F. Construction

G. Consultants/Contracts

H. Other

Total Direct Costs

l. Indirect Costs

TOTAL PROJECT COSTS

Federal Request

Non-Federal Amount

te the
broject.




OMB APPROVAL NO. 1121-0188
EXPIRES 5-98

Budget Detail Worksheet

A. Personnel- List each position by title and name of employee, if available. Show the annuak7

salary rate and the percentage of time to be devoted to the project. Compensation paid for employees
engaged in grant activities must be consistent with that paid for similar work within the applicant
organization.

Name/Position Computation Cost
John Smith, Investigator $50,000
2 Investigators ($50,000 x 2) 100,000
.5 Secretary ($30,000 x .5) 15,000
Cost-of-living increase ($2,000 x 3 x .5yr) 3,000
Overtime per investigator ($37.50/hr x 100 hrs x 3) 11,250

The three investigators will be assigned exclusively to homicide investigations. A cost-of-living
adjustment is scheduled for all full-time personnel 6-months prior to the end of the grant. Overfime
will be needed during some investigations. A half-time secretary will prepare reports and provigle
other support to the unit.

TOTAL_$179,250

B. Fringe Benefits- Fringe benefits should be based on actual known costs or an establishefd
formula. Fringe benefits are for the personnel listed in budget category (A) and only for the
percentage of time devoted to the project.

Name/Position Computation Cost

Employers’ FICA, Retirement, ($179,250 x 11.5%) $20,414
and Taxes

Uniform Allowance ($50/mo x 12 mo x 3 investigators) 1,800

All sworn personnel are provided with a uniform allowance of $50 per month.

TOTAL__ $22,414

0JP FORM 7150/1 (5-95)



C. Travel - Itemize travel expenses of project personnel by purpose (e.g., staff to training, fiel

interviews, advisory group meeting, etc.). Show the basis of computation (e.g., six people to 3{day

training at $X airfare, $X lodging, $X subsistence). In training projects, travel and meals for tra
should be listed separately. Show the number of trainees and the unit costs involved. Identify t
location of travel, if known.

Purpose of Travel Location Item Computation Cost

Training Boston Airfare ($150 x 2 people x 2 trips) $6
Hotel  ($75/night x 2 nights x 2 people x 2 trips) 6

nees

DO
DO

Meals ($35/day x 3 days x 2 people x 2 trips) 420

Investigations New York City  Airfare ($600 average x 7 trips) 4,200
Hotel &  ($100/day average x 7 trips x 3 days) 2,00

Meals

Two of the investigators will attend training on forensic evidence gathering in Boston in Octobgr

and January. The investigators may take up to seven trips to New York City to follow up on
investigative leads.

TOTAL __ $7,920

D. Equipment- List non-expendable items that are to be purchased. Non-expendable equipr
is tangible property having a useful life of more than two years and an acquisition cost of $5,0(
more per unit. Expendable items should be included either in the “supplies” category or in the
“Other” category. Applicants should analyze the cost benefits of purchasing versus leasing

equipment, especially high cost items and those subject to rapid technical advances. Rented g
equipment costs should be listed in the “Contractual” category. Explain how the equipment is

necessary for the success of the project. Attach a narrative describing the procurement metho
used.

Item Computation Cost
3 - 486 Computers w/CD ROM ($2,000 x 3) $6,0
Video Camera 1,000

The computers will be used by the investigators to analyze case and intelligence information.
The camera will be used for investigative and crime scene work.

TOTAL $7,000

hent
0 or

r leased

J to be




E. Supplies- List items by type (office supplies, postage, training materials, copying paper, ar||d

expendable equipment items costing less that $5,000, such as books, hand held tape recordefs) and
show the basis for computation. Generally, supplies include any materials that are expendable|or
consumed during the course of the project.
Supply Items Computation Cost
Office supplies ($50/mo x 12 mo) $600
Postage ($20/mo x 12 mo) 240
Training materials 1,000
Office supplies and postage are needed for general operation of the program. Training materials
will be developed and used by the investigators to train patrol officers how to preserve crime
scene evidence.
TOTAL__ $1,840

F. Construction - As a rule, construction costs are not allowable. In some cases, minor repaifs or
renovations may be allowable. Check with the program office before budgeting funds in this
category.
Purpose Description of Work Cost
Renovation Add walls $5,00(

Build work tables 3,000

Build evidence storage units 2,000
The renovations are needed to upgrade the forensic lab used to analyze evidence for homicidg cases.

TOTAL__$10,000




G. Consultants/Contracts
Consultant FeesFor each consultant enter the name, if known, service to be provided, hourly o
daily fee (8-hour day), and estimated time on the project. Consultant fees in excess of $150 p¢

require additional justification.

Name of Consultant Service Provided Computation Cosf

Joe Doe Forensic Specialist ($150/day x 30 days) $4

Joe Doe, Forensic Specialist, will be hired, as needed, to assist with the analysis of evidence
in homicide cases.

Subtotal__$4,500 |

Consultant Expensed.ist all expenses to be paid from the grant to the individual consultants in
addition to their fees (i.e., travel, meals, lodging, etc.)

Item Location Computation Cost
Airfare Miami ($400 x 6 trips) $2,40(
Hotel and Meals ($100/day x 30 days) 3,0

Joe Doe is expected to make up to 6 trips to Miami to consult on homicide cases.

Subtotal __ $5,400 |

=

r day

500

Contracts Provide a description of the product or service to be procured by contract and an estimate
of the cost. Applicants are encouraged to promote free and open competition in awarding contfacts.

A separate justification must be provided for sole source contracts in excess of $100,000.

Iltem Cost

Intelligence System Development $102,0p0

The State University will design an intelligence system to be used in homicide investigations.
A sole source justification is attached.

Subtotal $102,000 |

TOTAL $111,900




(H) Other Costs- List items (e.g., rent, reproduction, telephone, janitorial or security service$

and investigative or confidential funds) by major type and the basis of the computation. For ex3
provide the square footage and the cost per square foot for rent, or provide a monthly rental cq
how many months to rent.

Description Computation Cost
Rent (700 sq. ft. x $15/sq. ft.) $10,5C
OR

Rent ($875/mo x 12 mo)

The rent will pay for space for the new homicide unit. No space is currently available in
city-owned buildings.

TOTAL $10,500

(I) Indirect Costs - Indirect costs are allowed only if the applicant has a Federally approved
indirect cost rate. A copy of the rate approval, (a fully executed, negotiated agreement), must
attached. If the applicant does not have an approved rate, one can be requested by contacting

mple,
stand

0

e
the

applicant’s cognizant Federal agency, which will review all documentation and approve a rate for the

applicant organization, or if the applicant’s accounting system permits, costs may be allocated
direct cost categories.

Description Computation Cost

10% of Personnel and ($201,644 x 10%) $20,1

Fringe Benefits

The indirect cost rate was approved by the Department of Transportation, the applicant’s cognj

in the

66

zant

Federal agency on January 1, 1994. (A copy of the fully executed, negotiated agreement is attached.)

TOTAL__ $20,166




Budget Summary When you have completed the budget worksheet, transfer the totals for

category to the spaces below. Compute the total direct costs and the total project costs. Indicg
amount of Federal funds requested and the amount of non-Federal funds that will support the
Budget Category Amount
A. Personnel $179,250
B. Fringe Benefits 22,414
C. Travel 7,920
D. Equipment 7,000
E. Supplies 1,840
F. Construction 10,000
G. Consultants/Contracts 111,900
H. Other 10,500

Total Direct Costs 350,824
l. Indirect Costs 20,166

TOTAL PROJECT COSTS $370,990

Federal Request $300,000

Non-Federal Amount $70,990

ach
te the
pbroject.




OMB APPROVAL NO. 1121-0140
EXPIRES 1-31-96

INSTRUCTIONS

PROGRAM NARRATIVE

Prepare the program narrative statement in accordance with the
following instructions for all new grant programs. Requests for
continuation or refunding and changes on an approved project
should respond to item 5b only. Requests for supplemental assis-
tance should respond to question 5c only.

1. OBJECTIVES AND NEED FOR THIS ASSISTANCE.

Pinpoint any relevant physical, economic, social, financial, insti-
tutional, or other problems requiring a solution. Demonstrate the
need for assistance and state the principal and subordinate
objectives of the project. Supporting documentation or other
testimonies from concerned interests other than the applicant
may be used. Any relevant data based on planning studies
should be included or footnoted.

2. RESULTS OR BENEFITS EXPECTED.

Identify results and benefits to be derived. For example, when
applying for a grant to establish a neighborhood health center,
provide a description of who will occupy the facility, how the
facility will be used, and how the facility will benefit the general
public.

3. APPROACH.

a. Outline a plan of action pertaining to the scope and detail of
how the proposed work will be accomplished for each grant
program, function, or activity provided in the budget. Cite
factors which might accelerate or decelerate the work and
your reason for taking this approach as opposed to others.
Describe any unusual features of the project such as design
or technological innovations, reductions in cost or time, or
extraordinary social and community involvement.

b. Provide for each grant program, function, or activity quantita-
tive monthly or quarterly projections of the accomplishments
to be achieved in such terms as the number of jobs created,
the number of people served, and the number of patients
treated. When accomplishments cannot be quantified by
activity or function, listitem in chronological order to show the
schedule of accomplishments and their target dates.

c. lIdentify the kinds of data to be collected and maintained and
discuss the criteria to be used to evaluate the results and
successes of the project. Explain the methodology that will be
used to determine if the needs identified and discussed are
being metand ifthe results and benefitsidentifiedinitem 2 are
being achieved.

d. List organizations, cooperators, consultants, or other key

individuals who will work on the project along with a short
description of the nature of their effort or contribution.

4. GEOGRAPHIC LOCATION.

Give a precise location of the project or area to be served by the
proposed project. Maps or other graphic aids may be attached.

. IF APPLICABLE, PROVIDE THE FOLLOWING

INFORMATION:

a. Forresearch or demonstration assistance requests, present
a biographical sketch of the program director with the follow-
ing information: name, address, phone number, background,
and other qualifying experience for the project. Also, list the
name, training, and background for other key personnel
engaged in the project.

b. Discuss accomplishments to date and list in chronological
order a schedule of accomplishments, progress, or mile-
stones anticipated with the new funding request. If there have
been significant changes in the project objectives, location
approach, or time delays, explain and justify. For other
requests for changes or amendments, explain the reason for
the change(s). If the scope or objectives have changed or an
extension of time is necessary, explain the circumstances
and justify. If the total budget items have changed more than
the prescribed limits contained in the Uniform Administrative
Requirements for Grants and Cooperative Agreements - 28
CFR, part 66, Common Rule (or Attachment J to OMB
Circular A-110, as applicable), explain and justify the change
and its effect on the project.

c. For supplemental assistance requests, explain the reason
for the request and justify the need for additional funding.

Public reporting burden for this collection of information is estimated to average 26 hours per response, including the time for reviewing
instructions, searching existing data sources, gathering and maintaining the data needed, and completing and reviewing the collection of
information. Send comments regarding this burden estimate or any other aspects of this collection of information, including suggestions for
reducing this burden, to the Comptroller, Office of Justice Programs, U.S. Department of Justice, 633 Indiana Avenue, N.W., Washington,
DC 20531, and to the Public Use Reports Project, 1121-0140, Office of Information and Regulatory Affairs, Office of Management and

Budget, Washington, DC 20503.



OMB APPROVAL NO. 1121-0140
EXPIRES: 1/31/96

ASSURANCES

The Applicant hereby assures and certifies compliance with all Federal statutes, regulations, policies, guidelines and requirements,
including OMB Circulars No. A-21, A-110, A-122, A-128, A-87; E.O. 12372 and Uniform Administrative Requirements for Grants and
Cooperative Agreements—28 CFR, Part 66, Common Rule, that govern the application, acceptance and use of Federal funds for this

federally-assisted project. Also the Applicant assures and certifies that:

1. It possesses legal authority to apply for the grant; that a 10. Itwill assistthe Federal grantor agency in its compliance with

resolution, motion or similar action has been duly adopted or
passed as an official act of the applicant’s governing body,
authorizing the filing of the application, including all under-
standings and assurances contained therein, and directing
and authorizing the person identified as the official represen-
tative of the applicant to act in connection with the application
and to provide such additional information as may be re-
quired.

It will comply with requirements of the provisions of the
Uniform Relocation Assistance and Real Property Acquisi-
tions Act of 1970 P.L. 91-646) which provides for fair and
equitable treatment of persons displaced as a result of Fed-
eral and federally-assisted programs.

It will comply with provisions of Federal law which limit certain
political activities of employees of a State or local unit of
government whose principal employment is in connection
with an activity financed in whole or in part by Federal grants.
(5 USC 1501, et seq.)

It will comply with the minimum wage and maximum hours
provisions of the Federal Fair Labor Standards Act if appli-
cable.

It will establish safeguards to prohibit employees from using
their positions for a purpose that is or give the appearance of
being motivated by a desire for private gain for themselves or
others, particularly those with whom they have family, busi-
ness, or other ties.

It will give the sponsoring agency or the Comptroller General,
through any authorized representative, access to and the right
to examine all records, books, papers, or documents related to
the grant.

It will comply with all requirements imposed by the Federal
Sponsoring agency concerning special requirements of law,
program requirements, and other administrative requirements.

It will insure that the facilities under its ownership, lease or
supervision which shall be utilized in the accomplishment of
the project are not listed in the Environmental protection
Agency’s (EPA-list of Violating Facilities and that it will notify
the Federal grantor agency of the receipt of any communica-
tion from the Director of the EPA Office of Federal Activities
indicating that a facility to be used in the project is under
consideration for listing by the EPA.

It will comply with the flood insurance purchase requirements
of Section 102(a) of the Flood Disaster Protection Act of
1973, Public Law 93-234, 87 Stat. 975, approved December
31, 1976. Section 102(a) requires, on and after March 2,
1975, the purchase of flood insurance in communities where
such insurance is available as a condition for the receipt of
any Federal financial assistance for construction or acquisi-
tion purposes for use in any area that had been identified by
the Secretary of the Department of Housing and Urban Devel-
opment as an area having special flood hazards. The phrase
“Federal financial assistance” includes any form of loan,
grant, guaranty, insurance payment, rebate, subsidy, disas-
ter assistance loan or grant, or any other form of direct or
indirect Federal assistance.

Section 106 of the National Historic Preservation Act of 1966
as amended (16 USC 470), Executive Order 11593, and the
Archeological and Historical Preservation Act of 1966 (16
USC 569a-1 et seq.) by (a) consulting with the State Historic
Preservation Officer on the conduct of investigations, as
necessary, to identify properties listed in or eligible for inclu-
sion in the National Register of Historic Places that are
subject to adverse effects (see 36 CFR Part 800.8) by the
activity, and notifying the Federal grantor agency of the
existence of any such properties, and by (b) complying with
all requirements established by the Federal grantor agency to
avoid or mitigate adverse effects upon such properties.

11. Itwillcomply, and assure the compliance of all its subgrantees

and contractors, with the applicable provisions of Title | of the
Omnibus Crime Control and Safe Streets Act of 1968, as
amended, the Juvenile Justice and Delinquency Prevention
Act, or the Victims of Crime Act, as appropriate; the provi-
sions of the current edition of the Office of Justice Programs
Financial and Administrative Guide for Grants, M7100.1; and
all other applicable Federal laws, orders, circulars, or regula-
tions.

12. Itwill comply with the provisions of 28 CFR applicable to grants

and cooperative agreements including Part 18, Administrative
Review Procedure; Part 20, Criminal Justice Information Sys-
tems; Part 22, Confidentiality of Identifiable Research and
Statistical Information; Part 23, Criminal Intelligence Systems
Operating Policies; Part 30, Intergovernmental Review of De-
partment of Justice Programs and Activities; Part 42, Nondis-
crimination/Equal Employment Opportunity Policies and Pro-
cedures; Part 61, Procedures for Implementing the National
Environmental Policy Act; Part 63, Floodplain Management
and Wetland Protection Procedures; and Federal laws or regu-
lations applicable to Federal Assistance Programs.

13. It will comply, and all its contractors will comply, with the

nondiscrimination requirements of the Omnibus Crime Con-
trol and Safe Streets Act of 1968, as amended, 42 USC
3789(d), or Victims of Crime Act (as appropriate); Title VI of
the Civil Rights Act of 1964, as amended; Section 504 of the
Rehabilitation Act of 1973, as amended; Subtitle A, Title Il of
the Americans With Disabilities Act (ADA) (1990); Title IX of
the Education Amendments of 1972; the Age Discrimination
Act of 1975; Department of Justice Non-Discrimination Regu-
lations, 28 CFR Part 42, Subparts C, D, E, and G; and
Department of Justice regulations on disability discrimina-
tion, 28 CFR Part 35 and Part 39.

In the event a Federal or State court or Federal or State
administrative agency makes a finding of discrimination after
a due process hearing on the grounds of race, color, religion,
national origin, sex, or disability against a recipient of funds,
the recipient will forward a copy of the finding to the Office for
Civil Rights, Office of Justice Programs.

15. It will provide an Equal Employment Opportunity Program if

required to maintain one, where the application is for $500,000
or more.

16. It will comply with the provisions of the Coastal Barrier

Resources Act (P.L. 97-348) dated October 19, 1982 (16 USC
3501 et seq.) which prohibits the expenditure of most new
Federal funds within the units of the Coastal Barrier Re-
sources System.

Signature Date

OJP FORM 4000/3 (Rev. 1-93) PREVIOUS EDITIONS ARE OBSOLETE.
ATTACHMENT TO SF-424.



U.S. DEPARTMENT OF JUSTICE
OFFICE OF JUSTICE PROGRAMS
OFFICE OF THE COMPTROLLER

CERTIFICATIONS REGARDING LOBBYING; DEBARMENT, SUSPENSION AND

OTHER RESPONSIBILITY MATTERS; AND DRUG-FREE WORKPLACE REQUIREMENTS

Applicants should refer to the regulations cited below to determine the certification to which they are required to

attest. Applicants should also review the instructions for certification included in the regulations before completing this

form. Signature of this form provides for compliance with certification requirements under 28 CFR Part 69, “New

Restrictions on Lobbying” and 28 CFR Part 67, “Government-wide Debarment and Suspension (Nonpro-curement) and

Government-wide Requirements for Drug-Free Workplace (Grants).” The certifications shall be treated as a material
representation of fact upon which reliance will be placed when the Department of Justice determines to award the

covered transaction, grant, or cooperative agreement.

1. LOBBYING

As required by Section 1352, Title 31 of the U.S. Code, and
implemented at 28 CFR Part 69, for persons entering into a
grant or cooperative agreement over $100,000, as defined at
28 CFR Part 69, the applicant certifies that:

(a) No Federal appropriated funds have been paid or will be
paid, by or on behalf of the undersigned, to any person for in-
fluencing or attempting to influence an officer or employee of any
agency, a Member of Congress, an officer or employee of
Congress, or an employee of a Member of Congress in con-
nection with the making of any Federal grant, the entering into

of any cooperative agreement, and the extension, continuation,
renewal, amendment, or modification of any Federal grant or
cooperative agreement;

(b) If any funds other than Federal appropriated funds have
been paid or will be paid to any person for influencing or at-
tempting to influence an officer or employee of any agency, a
Member of Congress, an officer or employee of Congress, or
an employee of a Member of Congress in connection with this
Federal grant or cooperative agreement, the undersigned shall
complete and submit Standard Form - LLL, “Disclosure of
Lobbying Activities,” in accordance with its instructions;

(c) The undersigned shall require that the language of this cer-
tification be included in the award documents for all subawards
at all tiers (including subgrants, contracts under grants and
cooperative agreements, and subcontracts) and that all sub-
recipients shall certify and disclose accordingly.

2. DEBARMENT, SUSPENSION, AND OTHER
RESPONSIBILITY MATTERS
(DIRECT RECIPIENT)

As required by Executive Order 12549, Debarment and
Suspension, and implemented at 28 CFR Part 67, for prospec-
tive participants in primary covered transactions, as defined at
28 CFR Part 67, Section 67.510—

A. The applicant certifies that it and its principals:

(a) Are not presently debarred, suspended, proposed for debar-
ment, declared ineligible, sentenced to a denial of Federal
benefits by a State or Federal court, or voluntarily excluded
from covered transactions by any Federal department

or agency;

(b) Have not within a three-year period preceding this applica-
tion been convicted of or had a civil judgment rendered against
them for commission of fraud or a criminal offense in connec-
tion with obtaining, attempting to obtain, or performing a

public (Federal, State, or local) transaction or contract under a
public transaction; violation of Federal or State antitrust
statutes or commission of embezzlement, theft, forgery,
bribery, falsification or destruction of records, making false
statements, or receiving stolen property;

(c) Are not presently indicted for or otherwise criminally or
civilly charged by a governmental entity (Federal, State, or
local) with commission of any of the offenses enumerated in
paragraph (1)(b) of this certification; and

(d) Have not within a three-year period preceding this applica-
tion had one or more public transactions (Federal, State, or
local) terminated for cause or default; and

B. Where the applicant is unable to certify to any of the
statements in this certification, he or she shall attach an
explanation to this application.

3. DRUG-FREE WORKPLACE
(GRANTEES OTHER THAN INDIVIDUALS)

As required by the Drug-Free Workplace Act of 1988, and
implemented at 28 CFR Part 67, Subpart F, for grantees, as
defined at 28 CFR Part 67 Sections 67.615 and 67.620—

A. The applicant certifies that it will or will continue to provide
a drug-free workplace by:

(a) Publishing a statement notifying employees that the
unlawful manufacture, distribution, dispensing, possession, or
use of a controlled substance is prohibited in the grantee’s
workplace and specifying the actions that will be taken against
employees for violation of such prohibition;

(b) Establishing an on-going drug-free awareness program to
inform employees about—

(1) The dangers of drug abuse in the workplace;
(2) The grantee’s policy of maintaining a drug-free workplace;

(3) Any available drug counseling, rehabilitation, and employee
assistance programs; and

(4) The penalties that may be imposed upon employees for
drug abuse violations occurring in the workplace;

(c) Making it a requirement that each employee to be engaged
in the performance of the grant be given a copy of the state-
ment required by paragraph (a);

(d) Notifying the employee in the statement required by
paragraph (a) that, as a condition of employment under the
grant, the employee will—

OJP FORM 4061/6 (3-91) REPLACES OJP FORMS 4061/2, 4061/3 AND 4061/4 WHICH ARE OBSOLETE.




(1) Abide by the terms of the statement; and

(2) Notify the employer in writing of his or her conviction for a
violation of a criminal drug statute occurring in the workplace
no later than five calendar days after such conviction;

(e) Notifying the agency, in writing, within 10 calendar days
after receiving notice under subparagraph (d)(2) from an

employee or otherwise receiving actual notice of such convic-tion.

Employers of convicted employees must provide notice, including
position title, to: Department of Justice, Office of

Justice Programs, ATTN: Control Desk, 633 Indiana Avenue,
N.W., Washington, D.C. 20531. Notice shall include the iden-
tification number(s) of each affected grant;

(f) Taking one of the following actions, within 30 calendar
days of receiving notice under subparagraph (d)(2), with
respect to any employee who is so convicted—

(1) Taking appropriate personnel action against such an
employee, up to and including termination, consistent with the
requirements of the Rehabilitation Act of 1973, as amended; or

(2) Requiring such employee to participate satisfactorily in a
drug abuse assistance or rehabilitation program approved for
such purposes by a Federal, State, or local health, law enforce-
ment, or other appropriate agency;

(g9) Making a good faith effort to continue to maintain a drug-
free workplace through implementation of paragraphs (a), (b),
(c), (d), (e), and (f).

B. The grantee may insert in the space provided below the
site(s) for the performance of work done in connection with
the specific grant:

Place of Performance (Street address, city, county, state, zip
code)

Check [] if there are workplaces on file that are not indentified
here.

Section 67, 630 of the regulations provides that a grantee that
is a State may elect to make one certification in each Federal
fiscal year. A copy of which should be included with each ap-
plication for Department of Justice funding. States and State
agencies may elect to use OJP Form 4061/7.

Check [] if the State has elected to complete OJP Form
4061/7.

DRUG-FREE WORKPLACE
(GRANTEES WHO ARE INDIVIDUALS)

As required by the Drug-Free Workplace Act of 1988, and
implemented at 28 CFR Part 67, Subpart F, for grantees, as
defined at 28 CFR Part 67; Sections 67.615 and 67.620—

A. As a condition of the grant, | certify that | will not engage
in the unlawful manufacture, distribution, dispensing, posses-
sion, or use of a controlled substance in conducting any
activity with the grant; and

B. If convicted of a criminal drug offense resulting from a
violation occurring during the conduct of any grant activity, |
will report the conviction, in writing, within 10 calendar days
of the conviction, to: Department of Justice, Office of Justice
Programs, ATTN: Control Desk, 633 Indiana Avenue, N.W.,
Washington, D.C. 20531.

As the duly authorized representative of the applicant, | hereby certify that the applicant will comply with the above certifications.

1. Grantee Name and Address:

2. Application Number and/or Project Name

3. Grantee IRS/Vendor Number

4. Typed Name and Title of Authorized Representative

5. Signature

6. Date




